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VOCATIONAL UPGRADE KIT
for
· Business (Certificates I, II and III)
· Information Technology (Certificates I & II
· Financial Services (Certificate III)
A professional development opportunity for secondary teachers to: 
· obtain a qualification

· maintain currency of skills and knowledge of industry

· network with other vocational teachers

· meet continual improvement indicators 

Email, post or fax to:

	Sandra Harrington

33 Yiada Street

Kedron 4031

sandraharr@bigpond.com

	Sandra Kenman
PO Box 1029

New Farm 4005

Kenman@edserve.com.au
Fax:  0733585881


SECTION A

Information
It is VITAL you read this information prior to commencing the process. It provides generic information on the qualifications, as well as an overview of the streamlined RPL assessment process.

Overview
Teachers will be provided with an opportunity to participate in one or more of the following activities over the year.
	Day 1

RPL Day
	Teachers will be provided with a list of documents relative to the particular qualification that is to be presented on the day.  

(
Conversations with the trainers will identify any gaps that require further PD and a Statement of Results issued for any units that are acquitted through the RPL process.  



	Day 2

Currency
	This will be a currency day where teachers are able to find out current information about the industry

(
it could involve industry representatives, industry visits or industry placement.



	Day 3

Core units of competency
	This will focus on the core units of competency in the relevant qualification.  

(
This will be a training day with teachers taking part in a range of training activities, demonstrations and oral questions.  A statement of results will be issued.



	Day 4

Electives
	This will focus on identified electives from the particular qualification. 

(
Teachers will take part in a range of training activities, demonstrations and oral questions. A statement of results will be issued.              


	Participation in VETnetwork’s annual industry network day to validate Training and Assessment Strategies and assessment tools would complement this professional development model.




BSB10107 Certificate I in Business
This qualification has one core and five elective units. 
BSB20107 Certificate II in Business

This qualification has one core and 11 elective units. 
BSB30107 Certificate III in Business

This qualification has one core and 11 elective units. 
ICA10105 Certificate I in Information Technology

This qualification has 3 core units and 3 electives

ICA20105 Certificate II in Information Technology
This qualification has 1 Prerequisite, 8 core units and 6 electives

FNS30304 Certificate III in Financial Services (Accounts Clerical)
This qualification has 4 core units, 5 sectoral units and 4 electives
 To be awarded these qualifications you should be able to competently perform 
 the required skills and apply relevant underpinning knowledge to current industry
  standards.
You may not have all of the skills and knowledge relevant to all of these units but you may be able to demonstrate competency in one or more particular units, this is still worthwhile as you can receive recognition for the skills that you have and may only need some training where there are gaps in skill or knowledge
You will be provided with a streamlined client-focused approach to recognition of prior learning, gap training and industry currency. RPL process will focus on knowledge and skills gained inside and outside of the formal education and training system that are relevant to your selected qualification.
RPL assessment will:

· be customised to the types of evidence most easily accessed by secondary teachers

· ensure that evidence meets current industry standards and the critical evidence for each unit of competency within the qualification

· use a conversational approach to checking a candidate’s knowledge and skills rather than requiring the candidate to collect large amounts of documentary evidence or mapping evidence to competency elements and/or performance criteria.
SECTION B
STEPS IN THE PROCESS
Step 1- Provide information of your skills and experience
The candidate provides the following information –

· a self-assessment questionnaire related to the units of competency being delivered and assessed 

· an application form providing details of training and professional referees if available 

·  information of any employment in the industry or relevant experience
· a list of any relevant documents eg
· certificates/results of assessment – registered training organisations, in house courses, workshops, seminars
· results/statements of attendance/certificates
·  photographs of work undertaken

· diaries/task sheets/job sheets/log books

· membership of relevant professional associations

· hobbies/interests/special skills outside work
Do not forward documents with this application
Depending on your individual experience you may or may not have documentary evidence available. This should not deter you from continuing the process.
Step 2 – An assessor will review your application and arrange to conduct a “competency conversation”.  This will enable the candidate to discuss their experience relating to the skills and knowledge required in the qualification. The assessor will have some key questions to ask you.

This is not a test, but an opportunity for you to talk about the industry skills and knowledge you already possess.  
If you are able to demonstrate relevant industry knowledge, skills and experience a simple RPL assessment will suffice. 

Step 3 – An   assessor will determine if there is a need for you to demonstrate some practical skills through practical observations or tasks. A mutually agreed “gap training” program to facilitate you gaining the necessary skills and knowledge in core units, elective units or industry placement will be arranged in order to achieve the complete qualification.
	APPLICATION – Self Assessment Questionnaire




Qualification Code and Title: …………………………………………………………….
Candidate Name:  



________________________________  

Please identify the competencies you are delivering and assessing and your level of experience in each competency. 

	Unit Code
	Unit Title
	I have performed these tasks in an industry context

	
	
	Frequently
	Sometimes
	Never

	CORE UNITS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	ELECTIVE UNITS 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Candidate Signature:  





  Date: 

	 APPLICATION FORM


Applicant Details:

	  Personal Details

	Surname
	

	Preferred Title (Mr, Mrs, Ms, Miss)
	

	First Name/s
	

	Home Address
	

	Postal address if different from above 
	

	Telephone Numbers
	Home:
	Work:

	· 
	Mobile:
	Fax:

	Date of Birth
	     /       /        

	Gender 
	MALE ( / FEMALE (

	School email address
	

	Relevant Training

	Have you undertaken any training courses related to this qualification?
	YES ( / NO (

	If Yes, Name of course, provider and date

	

	Any further relevant professional development you have undertaken in the past five years.
	

	Optional - Professional Referee (relevant to qualification)



	Name
Position

Organisation

Phone Number/Mobile Number
Email Address

	……………………………………………………………..
………………………………………………………………
………………………………………………………………
………………………………………………………………

………………………………………………………………

	APPLICANT EMPLOYMENT HISTORY FORM


	Name, Address and Phone number of Employers
	Period of Employment

(DD/MM/YYYY)
	Position Held
	Full Time

 Part-time

 Casual 
	Description of Major Duties

	
	From
	To
	
	
	

	1.


	
	
	
	
	

	2.


	
	
	
	
	

	3.


	
	
	
	
	

	4.


	
	
	
	
	


If you are including documents in your application, please provide a brief description below 

	Document Description

(e.g. resume, photos, awards etc)
	Office Use Only – Assessor to use this section to align documents to specific units of competency. 

	
	

	
	

	
	

	
	

	
	


Declaration

I declare that the information contained in this application is true and correct and that all documents are genuine.

Candidate Signature:  



  Date 
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